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FUNCTION OF WORK: 

LEVEL OF WORK: 

SUPERVISION RECEIVED: 

SUPERVISIONEXERCISED: 

LOCATION OF WORK: 

JOB DISTINCTIONS: 

EXAMPLES OF WORK: 

m 

Todetermine,establishand monitor a uniform rate setting 
system forprovider servicesinprogramsadministeredby
DHHR. 

Journeyman. 

General from aRate DeterminationSpecialist 2.  

None. 

Department of Health and Human resources; Office of 
Management andFinance. 

Differs from the RateDeterminationSpecialist 2 bythe 
absence of supervisory responsibility. 

Analyzesfacility budgetrequeststodeterminefunding
recommendations in accordance with federal and state 
guidelines and laws. 

Confers with provideradministratorsand CPA's concern
ing projectedcostsversuspriorcoststodetermine if 
justified, and disallow' costs that are unreasonable. 

Monitors, on site, expenditures; of facility to determine 
compliance with Medicare/Medicaid regulationsandstate 
laws, and byaccuracycomprehensiveness examining 
financialstatements,ledgers,andjournals. 

Conductsindepend :.i?? evaluationstoestablishobjectives 
and appraise 01: -.r4L:,; efficiency 
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RATEDETERMINATION SPECIALIST 1 (continued) 

EXAMPLES OF WORK : (continued)
Makes appropriateadjustmentstoaccurately reflect costs 
or resolve relatingdiscrepancies to income and loss 
statementsandbalance sheets. 

MINIMUM QUALIFICATIONS:Any one of the following is qualifying: 

1. Twelve semester hours in accounting plus two years
of professional level experience in accounting or auditing. 

2. Eighteen semesterhours i n  accountingplus one year
of professional level experience in accounting or auditing. 

3 .  A baccalaureate semesterdegree with twenty-four
hours inaccounting. 

A 
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RATEDETERMINATION SPECIALIST 2 

FUNCTION OF WORK: 

LEVEL OF WORK: 

SUPERVISIONRECEIVED: 

SUPERVISIONEXERCISED: 

LOCATION OF WORK: 

JOB DISTINCTIONS: 

EXAMPLES OF WORK: 

c 


To determine,establishand monitor a uniform rate setting 
system forproviderservicesinprograms administered by
DHHR. 

Supervisor. 

Broadreview from aRateDetermination Regional Coordi
nator or other manager. 

Line over RateDeterminationSpecialist 1. 

Department of Health and Human Resources, Office of 
Management and Finance. 

Differs f r o m  the RateDeterminationSpecialist 1 because 
of supervisory responsibility. 

Differs f r o m  RateDetermination Regional Coordinator by
absence of managerial responsibility. 

Analyzesfacility budgetrequeststodeterminefunding
andrecommendations in accordance! with federal state 

guidelines and laws. 

Confers with provideradministratorsand CPA's concern
ing projectedcostsversus prior costs to determine if 
justified, and disallow costs that are unreasonable. 

Monitors,on . site,expenditures of facility to determine 
compliance with Medicare/Medicaid regulationsandstate 
laws, and byaccuracycomprehensiveness examining
financial statements,ledgers,andjournals. 

Conductsindependentevaluationstoestablishobjectives
and appraise operating efficiency. 

Reviews andanalyzesbudgetrequestsin comparison to 
similarfacilities to determine if costs are reasonableand 
disallows that are unreasonable. 

and regulationsInterprets appliesfederal policies and 
which affect rate setting. 

Examines, independently, documents providedby facilities 
to verify authenticity of costs. 

Verifies with programoffices and licensing staff, levels of 
care assignment and staffing patterns. 

(over) 
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RATEDETERMINATION SPECIALIST 2 (continued) 

EXAMPLES OF WORK: (continued)
Gathers,organizesandanalyzesstatisticsinfacilitiesto 
support budgeted expenditures. 

Makes appropriateadjustments to accuratelyreflectcosts 
discrepanciesor resolve relating to income and loss 

statements and balance sheets. 

MINIMUM QUALIFICATIONS: Any one of the following is qualifying: 

1. Twelve semester hours in accountingplusthreeyears
of professionallevelexperience in accounting or auditing,
includingoneyear in Medicare/Medicaid costreporting
and regulations. 

2. Eighteensemesterhoursinaccountingplus two years
of professionallevelexperience in accounting or auditing,
includingone year in Medicare/Medicaid costreporting
and regulations. 

3. Twenty-four semesterhoursinaccountingplus one 
year of professionallevel experience in accounting or 
auditing which included Medicare/Medicaid costreporting
and regulations. 

4. Possession of aCertified PublicAccountant'sLicense. 

78- 7 

I 
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the examples of work given ate intended only u illustrations of the various of work performed lo 
positions allocated to  this job. The absence of specific statements of duties dam not exclude 
tasks from the position i f  the wort is similar, related or l logical assignment of the posit ion 

FUNCTION OF WORK: 

LEVEL OF WORK: 

SUPERVISIONRECEIVED: 

SUPERVISIONEXERCISED: 

LOCATION OF WORK: 

JOB DISTINCTIONS: 

EXAMPLES OF WORK: 

L 


To directbudget management activitiesfora moderate 
sized department, office or agency/facility or assist in the 
direction of a large entity. 

Advanced journeyman--supervisory . 
Broad review from a BudgetOfficer,Budget Manager,
FiscalOfficer or a higher level employee. 

Line oversubordinatebudgetstaff in amoderate sized 
entity or functional supervision in a large entity. 

May be used by all agencies. 

Differs from Budget Analyst 2 bythe wider varietyand 
number of fundingrecipients,the more numerous funding 
sources , the multiple andvariedprojectsandprograms,
and multiple budget units. 

Differs from Budget Manager by lack of responsibility for 
servingas primaryassistanttoaBudgetOfficer or for 
managing the budget process for a large department. 

Developsand manages the budget for the entity or assists 
aBudgetOfficer or Budget Manager inthebudget man
agement process for theentity: may serve as anassistant 
to a BudgetOfficer or Budget Manager. 

Coordinates andlorprepares a composite budget,gather
ing budget materials from program managersand develop
ing a final budget request. 

Prepares analyses,statistical narratives , tables and 
charts to plot trends and project future status of entity. 

Evaluates and a basis,spendingreceipts on routine 
assessing status with respect to budget and projections. 

a agency/-Serves as budget advisor for section(s),

facility,office or thecapitaloutlay program in a depart

ment. 


Disseminates and monitors the implementation of budget

development standards andprovidesadvice and assistance 

inbudgetpreparation. 
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BUDGET ANALYST 3 (continued) 

EXAMPLES OF work : (continued)
Reviews andanalyzessubmittedbudgets;prepares mate
rialsforthelegislaturetosubstantiatebudgets;prepares
fiscal impact statements. 

Confers with programmanagers on adailybasistoevalu
use of funds, andate to recommend alternatives to 

identify and resolve potential problems 

training, andAssists in supervision direction Of the 
budget staff. 

Testifiesbeforelegislative committees to justifyrequests
andexplainprogram costs. 

Reviews the financialposition of the! entity,byfunction, 
toassessneedsforfundstransfers,budgetadjustments,
andpossible economies. 

MINIMUM QUALIFICATIONS:Any of the following is qualifying 

1. Twelve semester hours inaccountingplusfouryears
of professionallevelexperienceinaccounting or auditing
including two years at the advancedjourneyman or second 
line supervisor level. 

7 .  Eighteen plussemester hours in accounting three 
years of professional level experienceinaccounting or 
auditingincluding two years a t  the advancedjourneyman 
or secondline supervisor level. 

3 .  Twenty-four semester hours in accountingplus two 
years of professional level experienceinaccounting or 
auditingtheatadvanced journeyman or second line 
supervisor level. 

787 
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LICENSING AND CERTIFICATIONASSISTANTDIRECTOR 

FUNCTIONOF WORK: 	 To serve as assistanttotheDirector in coordinatingand 
managing the Division of LicensingandCertification. 

level OF WORK: Manager. 

s u p e r v i s i o n  RECEIVED: 	 Administrativedirection from the LicensingandCertifica
tionDirector. 

SUPERVISIONEXERCISED: 	 DirectoverLicensingandCertification Program Managers;
functionalover all LicensingandCertificationSurveyors. 

LOCATIONOF WORK: 	 Department of Health and Human Resources; Office of the 
Secretary. 

JOB DISTINCTIONS: Differs from the 	LicensingandCertificationDirectorby
administrativeabsence of overall responsibility of the 

division. 

EXAMPLES OF WORK: 	 Assists in planninganddirecting a statewidelicensing
andcertification program for compliance with stateand 
federal regulations. 

Develops new policies andproceduresandupdatesthose 
currently in existence. 

Establishesandmaintainsaschedulingsystem to control 
and evaluate the survey procession on astatewidebasis. 

Evaluatesphases of agencyoperations,staffingpatterns,
work methods and procedures for possible improvement. 

Participates in budget preparation. 

Assigns, reviews and evaluates; the work of theprofes
sional andclerical staff. 

minimum QUALIFICATIONS: 	Threeyears of experience in 'the supervision of profes
sionalpersonnelinhospitaladministration,publichealth 
administration, social services,nursing home adminis
tration, or in thesurveying of healthand social care 
facilities for licensing compliance. 
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LICENSING AND CERTIFICATION PROGRAM MANAGER 

FUNCTIONOF WORK: 

LEVEL OF WORK: 

SUPERVISION RECEIVED: 

SUPERVISIONEXERCISED: 

LOCATIONOF WORK: 

JOB DISTINCTIONS: 

EXAMPLES OF WORK: 

To superviseanddirect activities of agroup of Licensing
andCertificationSurveyors. 

Supervisory. 

Broad direction from the Licensingand Certification 
AssistantDirector. 

DirectoverLicensingandCertificationSurveyors. 

Department of Health and Human Resources; Office of the 
Secretary. 

Differs from LicensingandCertificationAssistantDirector 
byabsence of overall managerial responsibility for direct
ing the functions and activities of adivision. 

Differs from LicensingandCertificationSurveyorsbythe 
presence. of supervisory duties. 

Plansandsupervisesproceduresandsurveyoperations
for thelicensingand/orcertification of healthandsocial 

facilitiescare to determine (compliance with state and 
federal regulations. 

Reviews reportsandresults of surveysfordetermination 
of properactionrelative to licensingand/orcertification 
of facilities. 

Consults with prospectiveowners,architects,engineers
administrators standardstoand relative required in 

construction of facilities. 

consults with administrators toAdvises and pertaining
licensing certificationand/or procedures, policies and 
regulations. 

Works closely with andcoordinatesprograms with other 

stateagenciespertainingtolicensingand/orcertification 

activities. 


Supervises,coordinatesandreviews overall surveyactiv

ities of specializedprofessionalconsultantsandgeneralist 

surveyors. 


(over) 
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EXAMPLES OF WORK : (continued)
Prepares,conducts and participatesinin-servicetraining
for professional surveyors. 

Plansandcoordinatesregular and 
spections or investigations of phases
of facilities. 

Formulates or supervisespreparation
regardinglicensingand/orcertification 
services. 

specialstudies,in
or overalloperations 

of recommendations 
of providersof 

MINIMUM QUALIFICATIONS: 

NOTE: 

Four years of professionallevelexperienceinhospital or 
nursing home administration,publichealthadministration, 
nursing, pharmacy,dietetics;, medical technology, social 
services, or in professionsthe andrelated in health 
social care industry. 

Selectivecertificationinanindividual field may bere
quiredfor some positions to conform with federalstan
dards. 

C' 
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FUNCTION OF WORK: 

LEVEL OF WORK: 

SUPERVISION RECEIVED: 

SUPERVISIONEXERCISED: 

LOCATION OF WORK: 

JOB DISTINCTIONS: 

EXAMPLES OF WORK: 

To conduct surveysto determineconformity with state 
andfederallicensureregulations. 

Journeyman. 

review from Licensing Certification ProgramBroad and 
Manager or other administrative official. 

Project basisoverotherLicensingandCertification Sur
veyors. . 
Department of Health and Human Resources; Office of the 
Secretary. 

Differs from Licensing and Certification Program Manager
by absence of supervisoryresponsibility. 

Conductsstatewide surveys of child daycarecenters, 
public and privatehospitals,nursing homes, home health 
agencies, and residential daypublic private and care 
centersforthe mentally retarded, emotionally disturbed 
and independenthandicapped, laboratories, end stage
rend  diseasefacilities,rehabilitationcenters,independent
physical therapists, mobile X-ray facilities, and anyother 
healthor social facility which is licensedby thestate or 
certifiedforfederalprograms,.This is done todetermine 
conformity with stateandfederalregulationsrelativeto 
licensureandcertification. 

Studiesthefacilityrelative to construction,organization,
procedures, andpolicies and administration quality of 

servicesto determine theextent of compliance with the 
licensurestate standards and Medicare and Medicaid 

regulations. 

information from review of records,Obtains personnel
interviews,residentinterviewsandpersonalobservations 
relativetotheoperation of the facilityand compliance
standards. 

Compiles information derived from surveys,prepares 
reports on results of surveys, findingsdescribes and 
need for improvements or revision of facilityoperations,

appropriate correcttoindicates actions deficiencies 
presentsother conclusions,andformulates recommenda

enable the supervisorto totions determine whether 
licensure or certification should be granted, denied 01
deferred. 

(over) 


